User  Guide: 

Start-up  guide  on  how  to  use  the  new  Environmental  Site 

Registry  -  July  2011 

In  order  to  submit  a  Record  of  Site  Condition  (RSC)  on  the  Ministry  of  the  Environment's  new 
Environmental  Site  Registry  (ESR),  you  must  be  registered  as  a  Qualified  Person  (QP)  with  the 
MOE  for  the  purpose  of  creating  and  submitting  RSC. 

How  to  register  as  a  QP 
How  to  find  the  new  RSC  form 
How  to  save  a  draft  RSC 
How  to  create  a  one-key  account 
How  to  retrieve  saved  RSCs 
How  to  submit  your  RSCs 
How  to  submit  another  RSC 
Questions 

How  to  register  as  a  QP 

You  must  provide  proof  of  your  professional  qualifications  in  order  to  obtain  a  user  name  and 
password  to  access  the  QP  functions  of  the  Registry.  To  provide  this  proof,  you  must: 

1.  Qbtain  the  Qualified  Persons  Registration  Form  from  the  MQE  website 

2.  Complete  the  Registration  Form  and  fax  it  to  the  Environmental  Site  Registry  Qffice  at 
416  314-6810 

Once  the  ministry  receives  a  completed  Registration  Form,  the  QP  will  be  provided  with  a  unique 
user  name  and  password  from  the  Ministry.  This  will  allow  access  to  the  special  QP  functions  of 
the  Registry. 
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How  to  find  the  new  RSC  form 


To  find  and  submit  a  RSC  form,  you  need  to  log  in  to  tine  MOE's  new  ESR  site  as  a  QP.  Once  on 
this  page,  you  will  see  the  link  "Service  Ontario"  (See  Figure  1 ,) 


Figure  1, 


Ontario 


Ministry  of  the 

Environment 


Brovrnfields  Environmental  Site  Registry 


Loc-atjon:  Ministry  ^  Brownfields  s-  Home 

Welcome  to  the  New  Environmental  Si1:e  Registn/  (ESR) 

C)  forfiling  under  Ontario  Regulatioi 


If  you  wish  to  submit  a  record  of  site  condition  (R^ 
Registry,  please  follow  the  instructions  below. 

l.To  submit  a  RSCforfilingtothe  Ministry, 
time,  you  will  need  to  login  to  the  Ministry's  i 
an  account  on  the  Service  Ontario  v 


2.  To  set  up  an  account  on  the  Service  Ontario  website  [you  only  need  to  do  this  once),  you  will  need  to  initiate  the  entry  of  information  into  a  new  RSC 
When  you  go  to  save  your  work  for  the  first/ime,  you  will  be  prompted  to  create  an  account  on  the  Service  Ontario  website.  Please  note  that  thi 
and  password  used  for  accessing  your  Serwice  Ontario  account  is  different  than  the  one  used  to  access  the  Brownfields  Environmental  Site  Registry 
Ministry's  website. 


153/04  in  the  Ministry  of  Ei 


?edto  submit  the  RSC  through  Service  Ontario's  website.  To  access  Service  Ontario  for  the  first 
using  the  username  and  password  that  you  have  used  to  file  RSCs  prior  to  July  1.  201 1.  Once  you  have 
lie  to  login  directly  at  the  Service  Ontario  website  to  access  any  saved  draft  RSCs. 


the 


3.  Before  you  begin  entering  informayon  into  the  RSC,  please  refer  to  the  Help  Page  on  the  Service  Ontario  website  by  clicking  the  Help  button  located  c 
the  upper  right  corner  of  the  RSC  entr^page.  The  Help  Page  will  provide  you  with  some  useful  information. 

4.  The  Director-approved  templates  required  for  submitting  a  RSC  (i.e.j  the  Table  of  Areas  of  Potential  Environmental  Concern  and  the  Table  of  Current 
and  Past  Uses  at  the  Phase  One  Pr/perty)  and  the  Director-approved  language  required  for  an  agent  submitting  a  RSC  on  behalf  of  the  property  o 
can  be  found  at  the  following  link 

Agent  Authorization  rEnalishI 

Agent  Authorization  CFi 

Table  of  Current  and  Past  Ijses  of  the  Phase  One  Property 
Table  of  Areas  of  Potenti^  Environmental  Concern 
Please  click  on  the  folliHffig  link  to  access  Service  Ontario'^ 


Ser\ 


i  Ontario 


If  you  are  not  able  to  open  this  link,  please  copy  and  paste  into  your  computer's  browser. 

To  submit  a  Transition  Notice  for  a  RSC  that  was  submitted  and  acknowledged  by  the  Ministry  under  the  1996  Guideline  For  Use  at  Contaminated  Sites  i 
Ontario,  download  the  form  from  the  following  link  and  submit  to  the  Ministry  along  with  all  supporting  documents  by  mail,  fan  or  e-mail  to  the  following 

Ministry  of  the  Environment 
Brownfields  Filing  and  Review 

Environmental  Assessment  and  Approvals  Branch 
2  St.  ClairAvenue  West,  Floor  12  A 
Toronto,  ON  M4V  1  L5 
Toll  Free;  1-800-461-6290 
FaH;  416-314-6810 
E-mail:  Reg  1  SSDocumentsi^o 

Transition  Notice  Form 


Clicking  on  this  link  will  take  you  to  the  ServiceOntario  site.  On  this  page  you  will  see  a  link  to  the 
RSC  form.  Click  on  "Online  Form"  (See  Figure  2.)  to  display  the  new  RSC  form.  Please  make 
sure  not  to  close  the  main  Service  Ontario  page  on  which  the  link  to  the  RSC  form  was  displayed, 
it  is  required  to  run  behind  the  RSC  form  for  the  site  to  function  properly.  If  you  close  this  window 
your  session  will  be  terminated  and  your  changes  may  not  be  saved. 

Figure  2. 
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Ontario 


HOME    1   NEWSROOM    |   SERVICES    |   YOUR  GOVERNMENT    |   ABOUT  ONTARIO 

ONe-Source  for  Business 

ServiceOntario 

ONe-Source  Home 


Start  A  Business  ^      Operate  A  Business  ▼      About  ONe-Source  ^      My  Account ' 


show  me  content  for     Location  |  All  Locations  ^    Business  Type  |aii  Industries 

Search  Results 


Narrow  Your  Results 


SERVICE  OPTIONS 


^  Apply  Online 

(1) 


Showing  results  1-1  of  1  for  "BROWNFIELDS-E" 


Record  of  Site  Condition  Ontario 
Record  of  Site  Condition 


•{y  Save  to  My  Account    Rate:  rlj' '       Service  Optifcns:       Online  Fnrm 


How  to  save  a  draft  RSC 

At  any  point  while  filling  out  your  RSC,  you  may  click  on  "Save  a  Draft"  on  the  top  right  corner  of 
the  form  to  save  your  work  (see  Figure  3).  In  order  to  save  and  retrieve  your  draft  RSC,  you  need 
to  create  a  ONe-Key  account.  Once  you  have  created  a  ONe-Key  account,  you  can  access  your 
saved  and  submitted  RSCs  through  this  account  at  the  ServiceOntario  site  and  will  not  have  to  go 
to  the  MOE  new  ESR  site. 


Figure  3. 

I  ONe-Source  for  Business 


Ontario 


Ministry  of  the  Environment 


ServiceOntario 


prd  of  Site  Condition 


I  Print  ©Help 


Disclaimer  for  Submitting  a  Record  of  Site  Condition 


Before  proceeding,  you  are  lequired  lo  accept  the  following: 

By  choosing  to  submit  a  Record  of  Site  Ciondition  far  fiiing  lio  the  Ministry  of  1  lie  Environment, 
I  verify  thai  I  am  a  quaiified  person  as  defined  in  0.  Reg.  153/04  and  have  a  username  and 
password  in  the  Environmental  Site  Registry  system.  Recognizing  the  importance  attached 
to  a  [Record  of  Site  Condition,  I  agree  that  I  will  safeguard  and  keep  secure  my  username  and 
password  to  prevent  unauthorized  use  of  the  submission  of  a  Record  of  Site  Condition  for  filing. 
I  acknowledge  that  the  information  which  I  submit  to  this  website  will  be  available  for  viewing, 
seari:hing  and  diownloading  by  the  public  once  the  Record  of  Site  Condition  is  filed  to  the 
Environmental  Site  Registry   I  further  acknowledge  that  it  is  an  offence  under  section  184(2) 
of  the  Environmental  Protection  Act  to  submit  false  or  misleading  information  to  the  Ministry  of 
the  Environment. 


How  to  create  a  ONe-Key  account: 

When  you  click  on  "Save  a  Draft",  a  pop  up  window  appears.  Click  on  the  "Create  an  Account" 
button  on  the  pop  up  window  to  proceed  (Figure  4)(N0TE:  this  will  only  happen  if  you  have  not 
already  created  an  account).  The  pop  up  window  will  close,  and  the  main  ServiceOntario  page 
that  was  running  behind  the  RSC  form  will  re-direct  to  the  ServiceOntario  page  where  you  can 
create  your  One-Key  account. 


3 


Figure  4 


^^^^^^^^^^^^^^ 

ServiceOntario 

SorrV/  we  can  not  save  your  online  form. 

Vou  can  save  a  draft  of  your  form  by  creating  a  ONe-Key  account. 


Form  Details 


Form  Name:  Record  of  Site  Condition 

Form  Number;  BROWMFIELDS-E 
Submitted  To:  Ministry  of  Environment 


Proceed  through  the  steps  by  following  the  prompts  on  the  site  to  create  your  One-key  account. 
Figures  5  through  9  illustrate  the  screens  you  will  progress  through  to  create  a  ONe-Key  account. 

Figure  5 

Ontario 


HOME    1    NEWSROOM     |   SERVICES    |    VOUR  GOVERNMENT    |    ABOUT  ONTARIO 

ONe-Source  for  Business 

ServiceOntario 

J 

ONe-Source  Home  Start  A  Business  Operate  A  Business  ▼       About  ONe-Source  My  Account  ■ 

How  to  Sign-Up  for  My  Account 


About  ONe-Source 


What  i5  OWe-Source? 

>  How  to  Sign  Up  for  My  Account 

>  FAQ 

>  Help 

*■  ONe-Source  News 

>  Contact  ONe-Source 

>  ServiceOntario  Privacy  Statement 


Signing  up  for  My  Account  with  ONe-Source  for  Business  will  provide  you  with  access  to 
convenient  features  to: 


Please  click  here  and  follow 
the  instructions 


•  Save  and  view  searcin  resuits 

•  Save,  submitj  and  track  forms 

•  Access  online  programs 

•  Manage  your  government  accounts 
To  sign-up  for  My  Account,  you  will  need  to: 


1,  Create  a  ONe-l<ey  username  and  password:  ONe-Key  is  a  personalize^log-in  that 
gives  you  secure,  online  access  to  government  programs,  services^^d  information  for 
your  business 

2,  Teli  us  a  bit  about  your  business  by  creating  a  Business  Profijj! 

3,  Login  with  your  ONe-key  username  and  password  to  acce^  your  My  Account  each 


time  you  visit  ONe-Source 


Sign-up  for  an  account 


Figure  6 


4 


i^^Ontario  ONekey 


HELP 

ONe-key  Registration  -  Step  1  of  3 

Step  1  -  Create  your  ID  and  Password 


After  completing  the  ONe-key  registration  you  will  be  returned  to  ONe-Source  for  Business 


'  Required  input  completed 


More  Information 


*  ONe-jtei/  ID:  [Theoneandonly  | 

PLEASE  NOTE:  Your  ONe-fre/  ID  can  not  be 
recovered  in  case  you  forget  it.  Please  create  a 
OUe-key  ID  that  you  will  remember. 


*  Password:  [ 
Password  strength: 
*  Re-Enter  Password:  ' 


PLEASE  NOTE:  The  password  is  case  sensitive 
(i.e.  G@alt  is  NOT  the  same  as  g@alt). 


O^e-key  ID  Checklist  Q 

^   Must  be  8  to  16  characters  (lettersj 

number5j  underscore) 
^   Must  contain  letterCs) 


One-key  Password  Checklist 

Must  be  8  to  16  characters 

Must  contain  upper  case  letter(s) 

Must  contain  loi/^er  case  letter(s) 

Must  contain  number(s) 

Mu5t  contain  5ymbol(5)  5uch  35  l^i 

0\-ie-key  ID  and  Password  cannot  be 

identical 

Beth  passwords  must  match 

Expand  to  read  Nntice  of  Cnllection  > 

If  you  have  any  questions  about  ONe-key 
please  call  ServiceOntario  at  41&-326-1234 
(GTA)  or  1  800-267-8097. 


Figure  7 


I  Search  ONe-Source 


HOME    I   NEWSRODN    |   SERVICES    |   YOUR  GOVERNMENT    |   ABOUT  ONTARIO 


ServiceOntari 


ONe-Source  for  Business 

ONe-Source  Home         Start  A  Business         Operate  A  Business  ^      About  ONe-Source  ^      My  Account  ' 

You're  Almost  Done 

Now  tinat  you  have  a  ONe-key  user  name  and  password,  please  tal<e  a  moment  to  tell  us  a  bit  about  your  business.  Fill  in  your  business  detail; 
use  it  to  customize  your  search  and  pre-populate  your  forms. 

^Required  Fields 

""Business  Name 
""Email 

^Confirm  Email 


yWi  Excellent  Business 
|business@carada  com 


tiusiness@carada.com 


""Where  in  Ontario  is/will  your  business  be  [Addirglon  Highlard3_ 
located? 


""Business  Type  (e.g.  Restaurant)  [Accommodation  and  Food  Serifices 


""Would  you  like  to  complete  your  full  Business  Profile?  (information  used  to  pre-populate  online  forms) 
r  Yes  No 


"■Would  you  like  ONe-Source  to  pre-populate  forms  such  as  permit  and  licence  applications  with  your  information? 
<^  Yes     C  No 


T  wnulri  likp  tn  rRTRivR  RmRil  nntifirRtinns  fnr: 


Figure  8 
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ONe-key  Registration  -  Step  3  of  3 


step  3  -  Complete  Registration 


To  complete  the  registration  for  your  OHe-key  ID,  please  indicate  your  acceptance  of  these  Terms  and  Conditions  by  entering  your  password  and 
selecting  "I  Agree"  below.  To  cancel  the  registretion  process  select  "Cancel", 


ONe-kev  ID:  theoneandonly 


PLEASE  NOTE:  Your  OUe-key  ID  can  not  be  recovered  in 
case  you  forget  it.  Please  make  a  note  of  it  now. 


'\  I 


Terms  and  Conditions  of  Use  i 


(At  a  later  date  you  can  view  or  print  these  Terms  and  Conditions  from  the 
"Manage  My  Account"  page) 


In  return  for  the  Ministry  of  Government  Services  providing  you  with  a  ONe- 
key  IDj  you  agree  to  abide  by  the  following  Terms  and  Conditions  of  Use: 

1.  You  understand  and  accept  that  you  are  at  all  times  responsible  for  your 
OUe-key  ID,  Password  and  Recovery  Questions,  Answers  and  Hints. 

2.  If  you  suspect  that  others  have  obtained  them,  you  are  responsible  for 
either  changing  your  password  or  asking  the  services  that  you  are 
enrolled  in  to  revoke  your  access  privileges.  If  you  choose  the  latter,  you 
will  have  to  create  a  new  OUe-key  ID  and  Password,  you  will  also  have  to 

 runi  iPt^j-  riPtiii-  pnrnlmpnh  infnrmj1-inn  frnm  |-hp  ■^urvirpt;  -iM&h  -mrhnm  vn i  i 


Once  you've  selected  "I  Agree",  you  will  be  returned  to  ONe-Source  for  Business 


Figure  9 

^'Ontario 


HOME    I   NEWSROOM    |   SERVICES    |   YOUR  GOVERNMENT    |   ABOUT  ONTARIO 


ServiceOntario 


ONe-Source  for  Business 


ONe-Source  Home 


Start  A  Business         Operate  A  Business         About  ONe-Source         My  Account 


Contact  ONe-Source 
Need  help? 


Call  our  Business  Info  Line  at 
1-888-745-8888 


Ask  a  question  online 

Would  You  Like  to  Rate  our 
Service'? 


-'  arch 


When  you  log  into  your  OMe-Soui  ce  Account  you  will  be  able  to: 

-icences 

•  Access  services  you  saved  as  favourites  jow-Tos 

•  Save  valuable  time  by  completing  and  submitting  many  applications  online 

•  Manage  your  government  accounts  and  r 
■t  In-Pergon  Advice  and  Suppn     •  Create  and  track  tasks,  forms,  am 


CONTACT  US        ACCESSIBILmf        PIUVflCY  HELP 


©  QUEEN'S  PRINTER  FOR  ONTARIO,  -  2010  |     IMPORTANT  NOTICES 

Last  Modified:  December  20,  2D10 


After  you  have  successfully  created  your  ONe-key  account  (Figure  9),  you  will  be  on  "ONe- 
Source  for  Business"  page  (Figure  10). 

Under  "Activity"  tab  you  will  find  all  of  your  activities  including  forms  you  have  saved  or  submitted 
See  Figure  10 

Figure  10 
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ServiceOntario 


ONe-Source  for  Business 


ONe-Source  Home  / 

"Activity"  tab 

;rate  A  Business         About  ONe-Source 

My  Account  ▼ 

My  Business  [An  E?fcellerit Business  y| 


Saved  Results  (0) 


Gjvernment  Accounts    I    Business  Profile 


Online  Transactions 

►  All  Online  Transactions 


Save  your  Online  Form 

Continue 


►  Draft  Online 
Transactions  (0) 


►  Submitted  Online 
Transactions  (□) 


HOME        NEWSROOM        SERVICES        YOUR  GOVERNMENT        ABOUT  ONTARIO 


ServiceOntario 


ONe-Source  for  Business 


ONe-Source  Home         Start  A  Business        Operate  A  Business        About  ONe-Source        My  Account  ▼ 


Government  Accounts 


Online  Transactions 

►  All  Online  Transactions 


Online  Transactions  (Most  Recent) 


view  All  Online  Transactions 


►  Draft  Online 
Transactions  (1) 


/"l^ni  Name  ""^^ 

Destination 

Last  Updated 

Status 

Record  of  Site  Condition  J 

Ministry  of  Environment 

2011-06-29 

ACTIVE 

□ 

►  Submitted  Online 
Transactions  (0) 


To-Dos  (Most  Recent) 

TitI  e  D  es  cripti  on/  N  ote  s 


VievM  All  Tq-Dqs 


ServiceOntario 


ONe-Source  for  Business 


ONe-Source  l  lome 


Start  A  OusineES  ■> 


Operate  A  Duslncss        About  ONe-Sourct  ■« 


Oiiliiit:  1  rtintjclioies  fr-iosT  ^ece-.T' 

V 

■■.v  fl([Oiiliii]-Trfin%ai;li[i[i% 

DiiltiiD  Tr-niik-aLUujii 

runn  Mam?  DestlnoitlDn 

Last 

Updated 

^tatuE 

'  All  UhAtb  IransacQons 

RBcard  i?f  ^lt»  OnitlTlnni               MEnlitrv  {nf  EnvlranmBnt 

□6  29 

ACTIVE  0 

>  V>\.\\\  nTiliiiii 
Transactions  (U 

t  lrWJ.IIILI.II.I..I,),.-H....!......IJ|l,JIJ!  mW.  J.IJ.IIjy,lJI,lJ.!.lll 

>  RLjl:iiriilli:iJ  nrifaiii 

Transactions  (ol 

-      '  L!^]  [±]      1  /  *^™^  ;               1  V'' 

w\  1 

i^LL+j^  Qs»  lute  "^1'^  -  [ 

I  Ail  Tft-DOS 
>  OvErdue  Td-Om  £[)) 
■  [n  HroQresf  Ta-&D£(Cl) 
I-  Comoleted  Tp-Oo5  (0) 


Ontario 


Ministrv  of  tlie  Environmient 


Record  o 


I  SdVtf  d  DrdfL 


Disclaimer  for  Submitting  a  Record  of  Site  Conditicn 


D»r»r>B  pii>&»eiNii4j,  ycru  ai«  i»qiLii»iJ  t«  fQjIowiBiij : 

□y  chiDOSfflg  Eo  ^ubrnA  a  Rsicord  ofGltB  Cdndnion  for  fjling^lD  the  Mirttttr^r  tihine  En^nMinwril , 
I  verity  lhai  i      a  qifsiitieU  parson  as  d^n^d  m     E^eg.  \^if^  simI  have  a  us^mame  aivd 
pusward  in  lha  tnivirannnsnEal  Sita  Ragif^lrir  ^laEann.  Racogniung  Bha  impaftanca  ^txhad 
In  \%  E-li)[:4]ril  nl  ^tii  CDnliliilri,  I  [qrEnl        I       ^iiFliEpianl  ;tei[i  kinip  :iL.:[;[ini  my  iiiiLirnumi 
PKSwnrd  tpi  prevem  i^naunharisfld  us?  pftlM  wibmijaion  cf  a  Racerd  of      CflndrtiM  fof  filinei. 
I  DrhiLcnwlLslLjLr  IhJI  [Im  inAjrinidian  wlircti  1  riutimil  lu  Ihi:^  wiltUiilil  will  fail  urailiitilu  lfarwmin|[, 
saarching  »nd  dcwnloatUn^  by  Difi  public  once  lha  Recenf  c^Site  Centlitinn  is  iilad  Id  |ha 
CmiranrnenAal  SiEa  RegiEtrf.  I  funher  ack[Miwle<d'f|e<  Ehat  il  la  an  nSanc«  undarGScEli^n  1D4p) 


^1  


m  4  I 


i 
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How  to  retrieve  saved  RSCs 


In  order  to  retrieve  a  draft  of  your  RSC  (as  well  as  any  RSCs  you  have  submitted  after  July  1 , 
2011),  you  need  to  log  into  ServiceOntario  site  using  your  ONe-key  user  id  and  password  (Figure 
11).  After  navigating  to  the  ServiceOntario  site  at  www.ServiceOntario.ca/business,  click  on  "My 
Account  and  select  the  "Log  in"  option.  Enter  your  username  and  password  as  prompted. 

Once  you  have  logged  in  select  the  Activity  tab  to  view  your  saved/submitted  RSC  forms. 

Figure  1 1 


iy^  Ontario 


□ntarid.ca 


 HOME    1   NEWSROOM    |   SERVICES    |   YOUR  GOVERNMENT    |    ABOUT  ONTARIO  — 

ONe-Source  for  Business 

ServiceOntario 

ONe-Source  Home  Start  A  Business  Operate  A  Business  ^  About  ONe-Sou^ce  " 
Show  me  content  for     Location  Business  Type 


Login 

ONe-key  ID:  [theoneandonly 
Password:  [•••••••••••i 


Forgot  Your  Password? 


ONe-Source  Home         Start  A  Business  ▼      Operate  A  Business  ^      About  ONe-Source  ▼      My  Account  ^ 

Mv  Business  |An  E^ceiieiitBusiness  '^1 


♦  Saved  Resuits  (0) 




Click  to  view 
your  RSC 

Activity 

Government  Accounts 

Business  Profile 

Preferen 

Online  Transactions  (Most  Re^^t 

View  All  Online  Transactions 

►  All  Online  Transactions 

►  Draft  Online 


Name 

Record  of  Site  Condition 


Destination 


Last  Updated  Status 


Ministrv  of  Environment 


2011-06-29 


ACTIVE 
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How  to  submit  your  RSCs 


After  you  have  filled  out  the  mandatory  fields  on  the  RSC  forms  and  attached  the  appropriate 
attachment,  the  "Submit"  button  will  become  available  to  you  and  you  may  proceed  with 
submitting  the  RSC. 

After  submitting  your  RSC,  you  will  see  a  confirmation  message  with  a  confirmation  ID, 
confirming  your  RSC  has  been  submitted  to  the  MOE. 

How  to  submit  another  RSC 

In  order  to  submit  another  RSC  after  you  have  saved  or  submitted  a  RSC,  you  need  to  log  in  to 
the  MOE's  new  ESR  site  as  a  QP.  Once  on  this  page,  please  follow  steps  under  "How  to  find  the 
new  RSC  form"  to  submit  a  new  RSC  to  the  MOE. 


Questions? 

if  you  have  any  questions  and  for  further  assistance,  please  contact: 

Ministry  of  the  Environment 
Environmental  Site  Registry  Office 
Environmental  Assessment  and  Approvals  Branch 
2  St.  Clair  Avenue  West,  Floor  12A 
Toronto,  ON  M4V  1 L5 

Telephone:  416-314-8001  or  1-800-461-6290 
Fax:416-314-6810 
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